
APPLICATION FOR RECORDS RETENTION SCHEDULE 
Administrative Services Division 

leting this form. After Division Director/Designm has signed the form, forward original to Administrative Services Division, Records 
lanaaement and Controls. 130 Memorial Drive. S. W.. Atlanta, Georgia 30303. Attention: Records Management Officer 

Barbara Whitlock W I N  O f f i c e  Supervisor 656-3074 
~ - 
Requested 

a. 
b. 

Establish Retention Schedule;t$cord will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

The Spec ia l  Programs Payment Unit receives i n i t i a l  enrol lment  forms and e s t a b l i s h e s  a 
ayment amount f o r  each t r a i n e e ;  r e c e i v e s  and processes  weekly r eques t  f o r  t r a i n i n g  allow- 
nce and wage payments. Also processes  payment of i n c e n t i v e  allowance and t r a i n i n g  related 
xpense allowance t o  p a r t i c i p a n t s  e n r o l l e d  i n  the Work I n c e n t i v e  Program. E s t a b l i s h e s  and 
i a in t a ins  c o n t r o l s  t o  prevent  overpayments or. d u p l i c a t e s ,  makes p e r i o d i c  review of r eco rds  
a a s c e r t a i n  continued e l i g i b i l i t y  f o r  'payments under t h e  d i f f e r e n t  f e d e r a l  programs. 

7. Record Series Description q& tvrm numbers and tides, if a n y )  
Attach samples of the file. * .  

Docum?tcrelatingto: c e r t i f i c a t i o n  of b e n e f i t s  t o  j u s t i f y  payment of b e n e f i t  check 

included are: MA 2-148, formerly WIN-100, WIN-200 . ., 

. .  

File is arranged: 
by f u l l  s o c i a l - s e c u r i t y  pumber . ~ .  

B. Monthly Reference Rate How often are records referred to which are: 
One to six months old 25 ; Seven to twelve months old 0 ; Thirteen to twenty-four months old n ; -~ 

~~ ~~~ 

_ .  ,twentyfive . . months and older 5 ? 

~ 

~~ 



1 
_I__ 

%S NO- 10. OuestionnaK ( P I a G a 7 r i n  the proper column) 
a. Is this the official copy of the series? 

If not, where i s  it? 

b. Does the series contain co rdential information requiring security handling? 

I 

2-. 
If yes, cite law or regulation. _ .  Y. 11 

_I 

The following requires the series to  be kept: 

d. Audit period years. 

e. Administrative need years. 

f. Federal retention instructions years. "3 . ,  

.,t 
years. 

years. : 

yeah. 

, .. 
.. . 

.. 

11. Retention Requirements 

a. State Law 

b. Statute of limitation 

c. Federal Law 

Attach copy or exer t  of lav or regulations, Explain administrativ ieed. 

: - 
W I N  Handbook # 318 IX-3, item K 

~. .~ 
. .  

. .  

1 2 . ~ ~ A p p ~ d s % a t  the file series be cut off a t  the end of each: 
- .  .. 

0 Calendar~Year; &cal:Year; - go ther  registration ~~ ~ , . ~ then. 

0 
0 
0 

Hold in the current files area month(s) year(s); then 
Transfer to local holding area; hold - 
Transfer to  State Records Center; hold 

year(s); then 
year(s); then 

0 Destroy. 
ansfer to State Archives for permanent retention. 
ther (Specify) 

Hold until deregistered, cut-off at the fiscal year 
then retain 3 years and until the satisfactory 

until any appeal or review of eligibility is resolved, 
investigation is resolved; +her\ desfro ._ 

resolution of all audit findings, or until any paymenp request is resolved, I 

until any overpayment case or 

These imuct ions appl Y o  o a prior and future accumulations of the series. 

Recommendations in paragraph 
12 are approved. (If disapproved, 
attach letter of explanation.) 

1 Attorney GeneraVDesignee' * 


